North Carolina COOP Planning Manual

Test, Training, and Exercise--This section should address the organization’s Test,
Training, and Exercise (TT&E) Plan. Tests, Training, and Exercises familiarize staff
members with their roles and responsibilities during an emergency, ensure that
systems and equipment are maintained in a constant state of readiness, and
validate certain aspects of the COOP Plan. Managers may be creative when it
comes to COOP readiness and include snow days, power outages, server crashes,
and other ad-hoc opportunities to assess preparedness.

Multi-year Strategy and Program Management Plan--This section should discuss
how the organization plans to develop their Multi- Year Strategy and Program
Management Plan (MYSPMP). The MYSPMP should address short and long term
COOP goals, objectives, and timelines, budgetary requirements, planning and
preparedness considerations, and planning milestones or tracking systems to
monitor accomplishments. It should be developed as a separate document.

COOP Plan Maintenance--This section should address how the organization plans
to ensure that the COOP Plan contains the most current information. Federal
guidance states that organizations should review the entire COOP Plan at least
annually. Key evacuation routes, roster and telephone information, as well as maps
and room/building designations of alternate locations shouid be updated as changes
oceur.

Annex A: Authorities and References-- This annex should cite a list of authorities
and references that mandate the development of this COOP Plan, and provide
guidance towards acquiring the requisite information contained in this COOP Plan.

Annex B: Operational Checklists--This section should contain operational
checklists for use during a COOP event. A checklist is a simple tool that ensures all
required tasks are accompiished so that the organization can continue operations at
an alternate location. Checklists may be designed to list the responsibilities of a
specific position or the steps required to complete a specific task.

Annex C: Alternate Location/Facility Information--This annex should include
general information about the alternate location/facility. Examples include the
address, points of contact, and available resources at the alternate location.

Annex D: Maps and Evacuation Routes--This annex should provide maps, driving
directions, and available modes of transportation from the primary facility to the
alternate location. Evacuation routes from the primary facility should also be
included.

Annex E: Definitions and Acronyms-- This annex should contain a list of key
words, phrases, and acronyms used throughout the COOP Plan and within the
COOP community. Each key word, phrase and acronym should be clearly defined.
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